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APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and Hlsfory, Records Management Division, 330 Capitol Avenue, Atlanta, Georgla, 30334,
Attention: Scheduling Section.

FOR AG_ENCY USE 1, Agency Address 7 FOR RECORDS MANAGEMENT Usg_ ]
Application Date i ' Application Number
- State Law Department -

| 11/5/85 132 State Judicial Bulldlng T a|" 4\ '-‘ - A

Application Number . .40 Cap itol Square Date Received Date Completed
l Atlanta, GA 3033?—- L ] N({V 5 1885 | SEP S 1988

2. Person to Contact Working Title : Telephone Number

Donna L. Strickland ____Records Management Officer .. 656-3347 . |

3. Action | Requested
a. [0 Establish Retention Schedulefrecord will continue to accumulate.

b. [ Dispose of present accumulation; no further accumulation anticipated.
c. Kl Amend Application No. 81—=414-A__ Check One: [0 Change; X] Supercede; O Void _ -

7. Record Series Description Tl’;tsﬁflrlre contains the following documents f{include fo;m numbers and titles, if any):

4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest

1978 | Current| Law Department Correspondence Files (Agency Common Schedul e)
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The State Law Department furnishes legal services to assigned
State Departments, Agencies, Boards, and Commissions and the
officers, employees and members thereof. :

Attach samples of the f|le

Documents relating to: frnishing legal services to assigned State Departments, Agencies, Boards,
Bureaus, and Commissions, and to the offlcers, employees, and members thereof.

Included are: corregpondence directed to clients involving varigus routine legal
matters, including representing clients in minor, short-term matters that do not
result in major litigation; referrlng routine inquiries from .the general publlc to
the appropriate State agen01es, serving as collections agent (when such work is no]
contracted out); reviewing contracts and bonds (excluding general obligations bondq)
conducting "small-scale" investigations; reviewing and preparing proposed legisla-
tion; providing advice, not appropriate for issuance as opinions; reviewing lioensqs
and permits; reviewing and preparing rules and regulations; and maintaining informd-
tion forwarded by agencies taking actions that may develop into litigation, but
'does not. Not included are files of the Real Property Division.

File is arranged: 1,y act1v1ty code (see attached listing); thereunder by date completed

\,"—.
8. Monthly Reference Rate How often are records referred to which are: e -
One to six months old <% 20 ; Seven to twelve months old __10— : Thirteen to twenty-four monthsold _ 8 __;
|~ twenty-fivemonthsandolder __4 >~ 7 >~ ™ o -
9. Annual Rate of Accumulation of Records
Letter -size drawers ____ _ ; Legal-size drawers —_— es_____ Other {specify) Jo_boxes%np.———

- - o, .
- oo R ~ - . ~ . =

AR_50—71; Rev.76 - . {Over)




| S | @ Isihishe ptticiat copy of the seriess _ ' 1
x| Ifnot.whereisit? _With the appropriate agency, etc.
b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation.
| x | | Attorney-Client Privilege, §§ 24-9-21 & 24 -B__ZQL —
X c. Is this a vital record?
X d. Does this series have histordcal or long term research value? e
e. When one or two documents in the file make it necessary to keep the entire file for a long penod could these
X documents be scheduted separately? .
- 1x | _f. Isthe information contained i In_th_S_SJ’IG_S_e_\(Q[ published? _If yes, attach copy, { e
B gj Is the infofma"non contained in this series ever analyzed andlor recorded ina summartzed report?
X If ves. attach copy.
h. Is there 3 duphcatuon of this series in your office, or in another office or agency?
L Ix Jf ves, where? o —_— . N
b= I i, 1sthis series (or @ major ,QQL'HQLLQ it) regularly microfilmed? iy
X i._Does the record series result in a computer printout?
11. Retention Requirements The foliowing requires the series to be kept:
a. State Law years. d. Audit period _ years.
b. Statute of limitation —_ s ____Years, e, Administrative need 5_ years,
c. Federal law { years, f. Federal retention instructions . years.

Attach copy or excert of laws or regulations. Exf:lain administrative need.

Office reference requirements ' .

12. Approved'Disposition |nstru&tions This agencv recommends that the file series be cut off at the end of each:
K] Caitendar Year; O Fiscal Year; O Other .. . . _-then,

; Hold in the current files area - _month{s) — 3. year(s); then _
O Transfer to local holding area; hold ___ .____ . __year(s); then

(J; Transfer to State Records Center; hold ____‘_4__._.year(s); then

X Destroy. _

O Transfer to State Archives for permanent retention.

XX Other (Specify)

Letters and Memos of Advice (Activity Code "JA"): Cut off files at end of each calendar
year; hold in current files area 1 yeaf then transfer to State Records Center; hold
9 years; then destroy. . . . -

These instructions apply to all prior and future accumulations of the series.

_&ggpcy _l-‘leadl_g_e_sjgnge_. (Signature} . Date_ | Records Management Officer (Signature) Date

—747%%'4/4%’ 3Qone & O ptent | 11505
| . " State Records Committee (Slgnature) E ‘[-)ate . -

Recommendations in para-
graph 12 are approved. State Auditor/Designee
(If disapproved, attach letter ‘
of explanation.) Secretary of State/Designee

Attorney General/Designee

AR—50-71; Rev. 76 o
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" OFFICE OF THE SECRETARY OF STATE
APPLICATION Fon RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE
RECORDS MANAGEMENT DIVISION

vt 2 Y b A

INSTRUCTIONS See Pubtication No. 76—RM—1 for instructions on completing this form. Forward signed ongma! to
Department of Archives and History, Records Management Division, 330 Capito! Avenue Atlanta, Georgia, 30334
Attention: Schedulmg Section i o

FOR AGENCY USE 1. Agency Address ‘ . ' | FOR RECORDS MANAGEMENT Use |
Application Date State Law Dept . = Criminal Div . Application Number
| 3/21/83 | 132 State Judicial Bldg. Bl-ui1y-A
Application Number 40 Cap itol Square Date Received Date Comp!eted
Atlanta, GA 30334 APR 21 1983 L N 7 1983
—{ Person to Contact B - Worliing Title B Telephone Number
William B. Hlll Jr., Assistant Attorney General 656 3359

3. Act:on Requested t
a. [0 Establish Retention Schedule; tecord will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.

| _c. Kl _Amend Application No, 81—4,14 _— Check One: [J Change; [0 Supercede; O Void

4. Dates of Series 5. Records Senes Title {followed by title used in off{'ce,' if different)
Earliest - Latest : ’

_*%378 | Current | Criminal DlVlSlon Correspondence Files

6. Division and Office Function What is the function of the Division and the Office in which this record series is created? -

The Criminal Division represents the State in appeals to the
Supreme Court of Georgia, 1llth Circuit Court of Appeals, Federal
District Courts, United States Supreme Court of convictions of
capital felonies and defends habeas corpus actlons brought by
1nmates ‘'of State pendl institutions.-

Included are correspondence, memos, extradition papers, mandamus,
studies, reports, investigations. Files are arranged alphabetically
by name of person who is subject of correspondence.

1

17. Reeotd-Series Description This file contains the following documents finclude form numbers and titles, if any):
Attach samples of the file.

Documents relating to:

Included are:

Correspondence, memos, extradltlon papers, mandamus,
studies, reports, investigations.

File is arranged:

Alphabetically by name of person who is subject of correspondence,

]8. Monthly Reference Rate How often are records referred to which are:
One to six months old __20 ; Seven to twelve months old ___1.9___ ; Thirteen to twenty-four months old __ﬁ_:

| twenty-five monthsand older ___ 4 . __? L

9. Annual Rate of Accumulation of Records o ‘ ' '

Lettersizedrawers _______ _; Legal-size drawers - She_lves - Other {specify) 18 boxes vy,

AR-50-71; Rev.76 - , {Over)
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YES | NO | 10. Questionnaire _ (Place an “’X"* in the proper column) - . ,‘___-:_.-,_,_H,
. Is this the official copy of the series? . , Tt
X | ifnot.whereisit? With the appropriate court. < - i ' :
b. Does the series contain cornfndenttal information requiring security handling? If yes, cite Iaw or regulatlon ‘
X Attornev Client Privilege, §§ 24~9-21 & 24-9-24
X | _c. lIs this a vital record? ;
X d Does this series have hlstoncal or long term research value? )
X e. When one or two documents in the file make it necessary to keep the entire file for a |ong period, could these
[ 1 .1 documents be scheduled separately?
X f, Is_the information contained in this series ever pyblished? If ves, attach copy,
) . s the information contained in this series ever analyzed and/or recorded in a summarized report?
L tx | - _ Ifyes attachcopy.  _.
1 - h Is there a duplucatlon of this series in your office, or in another office or agency7
1% If ves, where? L e
L Ix | .i _Is this series for amajaaparnong_u} regularlymmmiﬂmeﬂz
b4 i.. Does the record serjes result in a computer printout? . . . . . e
11. Retentlon Requirements rThe following requires the series to be kept
a. State Law —_-Years, d. Audit period : years.
b. Statute of limitation . . ._years. e. Administrative need - _J;Q, S _-years
c. Federal law —__years. f. Federal re;ention instructions ___years.

Attach copy or excert of laws or regulations. Explain administrative need.

Office reference reguirements

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:

{0 Calendar Year;' O Fiscal Year; [J Other then,
When case Is closed, place In tnactive file; cut off ftnactive file a+ end of each calendar
X] Hold in the current fules area_______month(s) ____ year(s); then : year; then
[0 Transfer to local holding area; hald ___ . year{s); then . ‘
X1 Transfer to State Records Center; hold __.z._ﬁyear(s); then _

X1 Destroy.
O Transfer to State Archives for permanent retention.
8O Other {Specify)

These instructions apply to all prior and future accumulations of the series.

/,:Aj?an’cy Head/Designee (Signature) " Date [ Records Management Officer (Signature) Date
L Iz as‘-@?a&w Peovee bt [3-are2
/ State Records Committee (Signature}) ~ Date

Recommendations in para- -~
graph 12 are approved:

. . ‘ d - — - - -
. State Auditor/Designee WM e—4L-Y7
(If disapproved, attach letter RE T —
of explanation.) (k cretary of State/Designee W UW‘ ‘ ‘4 /é_[ fj

) Attorney General/Designee L’ - é g

AR—50—71; Rev, 76 {Re ide
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APPLICATION FOR RECORDS RETENTION SCHEDULE DT e Ves AND f,{;,‘.'gn,,
‘ RECORDS MANAGEMENT QHVISION .

!NSTRUCT[ONS See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta, Georgia, 30334,
Attention: Scheduhng Section. !

e e e e AR -,

FOR AGENCY USE 1. Agency Address L FOR RECORDS MANAGEMENT USE

 Agplication Date | state Law Dept. - Criminal Div. Applicaticn Number
| May 26, 1981 132 State Judicial Bldg. ' 6"‘ - \“‘
[ Application Number 40 Capitol Square, S. W. Date Received Date Complated
81-1 Atlanta, GA 30334 SEP 24 1981 | NOV 10 1981
2. Persontbcontact - T Working Title Telephone l'\rlwu—mbat
___Cheryl J. Mitchell Division Head Secretary _656-3354

3. Actlon Requested
XX Estapnsn Retention Scheduie; rfcord will continue to accurnulate.
b ) Dispose of present accumulation; no further accumulation anticipated.

¢. __83 Amend Application No, Check One: [1 Change; () Supercede; [ Void
4. Dates of Series 5. Records Serias Title (followed by title used in office; if different] ' ' -
Earliest ~ Latest

CRIMINAL DIVISION CORRESPONDENCE FILES

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Criminal Division represents a nutber of State officers, departments, and agencies
having official responsibilities in the criminal justice area. These include the Department
of Offender Rehabilitation, the State Board of Pardons and Paroles, Georgia Bureau of
Investigation, Comissioner of Securities, and the Department of Public Safety. Major
respon51b111t1es in this area of representation include the preparation of the State's positia
in capital felony appeals ; the defense of collateral attacks on criminal convictions where
t@e prisoner involved is in the custody of a State-employed warden, and the defense of civil
liability suits brought under 42 U.S.C. § 1983 against State criminal justice officials.

In this capacity, the Division has and continues to represent the State of Georgia in
historically significant cases befare the Supreme Court of the United States. The Division
cooperates with other State and local officials having independent responsibilities in the
enforcement and administration of the crnmumﬂ_justnxasystam

7. Record _Ser:es Description This file contains the following documents (mclude form numbers and titles, If any)
Attach samples of the file.

Documents relating 10! Correspondence with other agencies and 1nd1v1duals which is
not included in the case files. '

~Includedare: Tetters and memos relating to investigations, extraditions, mandamus
studies, reports, etc.

File is arranged: Alphabetical by name of person who is subject ofﬁcorrespondencei

- . te -~

8. Mbnthlyﬁﬁeference Rate How often are records referred to which are:
Onetosixmonthsold . _____; Seven to twelve months old _]:E_m_; Thirteen to twenty-four months old 8 .
twenty-five months and older___>4 ? '
9. Annual Rate of Accumulation of Records - o _ i o
Letter-size drawers . . . ;Legalsizedrawers __ ________;Shelves __________ ; Other (specify) 18 boxes per Yr.
AR—50—71; Rev, 76 ] ' {Over) -
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YES | NO_ ,LQ,__gg;estioﬁnairL __{Place an “X" in the brbpgvf;c%ihmn)“' : i ‘51

a. ls this the official copy of the series? ‘ N j
I Xx [ t_ _ If not where is it? _ _ . L . s ]
. L]
XX . b. Soes the serie§ contain fidential information requiring security handling? If yes, cite law or regulation. i
i _Atty- 2ged _information ‘
X| | ec. ls this a vital record? ) ' | _ ]
X | _d. Does this series have historical or long term research value? : i ]
X e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
N documents be scheduled separatelv? . : S

i xl _f. _Is the information containgd in this series ever published? |f ves, attach copy,

X | g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
1 . _If ves. attach cooy. .

h. Is there a duplication of this series in your office, or in another office or agency?

L+ X | _If ves, where? 7 N 7 ]
L XL i, Is this series (or 8 maior portion of it) reqularly microfilmed? ]
X | _i._Does the record series result in a computer. printout? . . e
11. Retention Requirements ~ The following requires the series to be kept:
a. State Law f years, d. Audit period : years.
b. Statute of limitation years. e. Administrative need 1 __years.
c. Federal law - : o _years. f. Federal retention instructions T Yyears.

Attach cdpy or excerpt of laws or regulations. Explain administrative need. Case files are kept seven years.
The correspondence files contain documents needed in conjunction with some
case files.

12. Annrovg& "Disposition Instructions This agencv recommends that the file series be cut off at the end of each: _
o @ Calendar Year;. O Fiscal Year; OO Other — ~__.then,

x_lﬂ Hold in the current filesarea __. . __month(s) ____thremar(s); then
0 Transfer to local holding area, hold __________year(s); then

XH Transfer to State Records Center; hoid —_£OUX. __vear(s); then

XR Destroy. _ .
3 Transfer to State Archives for permanent retention.
O Other {Specify) ‘ o

Thess instructions apply to all prior and future accumulations of the saries.

_gge;c&tﬂaadlb;:;_il‘ggeg _{Signature) _ __ _Date_ Records Management Officer (Signature) 085;;__ w‘
_j;.é,:/cz« 7‘__%4@2;_4___{:.42» &/ @4@/ 27 27
o~ State Records Committes {Signature) Date

Recommendations in para- rd . N
graph 12 are approved. State Auditor/Designee /o-/2.8/
{If disapproved, attach letter ' '

of explanation.) Secretméte_loesignee ém@ ) ‘Z M /0 -/9- &/

Attorney General/Designee /A_/é( g _ e

- - —_— e m—t— - = ———

AR~50-71: Rav. 76 (Révarsa Side) v
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